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Action Item-2: Action Taken

Step

Action

Click Tasks.
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Double-click the Action Item Record to open it.
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Click Accept Task.
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Review Record Details section.

Action Items
Action Item
Record Details
Name / Title Record No.
Training AL003
Reference Due Date
Ref1 01/11/2020
Status
Open
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Step Action
5. Review Action Item Information section.
4 Action Item Information
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6. Review Additional Details section.
4 Additional Details
Description
Description will be entered here.
7. Click to enter Brief Summary of Actions Taken.
8. Review Related Business Processes section.
9.
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Step Action
10. Click Send.
(1]
11. Click Workflow Actions drop down.
&
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12. Select Review and record will be sent for revision.
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13. Select Reassign and record will be sent for reassignment.
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14. Click Send to forward record to next step in workflow.
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15.
End of Procedure.
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